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Community Development

Grants Administration

AGENCY DIVISION
I'TEM
NO. DESCRIPTION RETENTION
This schedule supersedés Schedule \#(=34343

1. FEDERAL CONTRACT FILES (GRANTS) Retain in office
Original ©proposals to Federal Government until grant closed
for Block Grant funds. Ooriginal copy of then purge of allf
Federal Contract, all related financial non-record material.
documentation including P.O.'s, Goods Retain f o 1
Received, etc. Becomes -inactive after additional three (3)
funds are expended (usually -each fiscal years from dats
year) . closed or from dats

received in RecoIrd
Center, whichever ig
shorter, ther
destroy.

2. STATE CONTRACT FILES (GRANTS) Retain in offics
Original proposals to State Government for until grant closed
Grant funds. Original copy of State then purge of all
Contract, all related financial non-record material,
documentation including P.0O.'s, Goods Retain f oy
Received, etc. Becomes inactive after additional three (3
funds are expended (usually each fiscal years from date
yvear) . closed or from date

received in Recorqd
Center, whichever 1ig
shorter, thel
destroy.
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WLLLINS = LYPE OR PRINT A

LU DEPARTMENT OF GNERAL SERVICRS . ‘
SEPARMTE PORY FOR BACH MEM (R RECURDS MARAGFMENTE DIVISION AGENCY RECORDS INVENTORY
REVISED REQORD SERIES. FORWARD 7275 VATERLOD POAD ———
WITH RPODRDS RETENTION SCHFDNE. P.0, Box 275
4 o _ Jeosup, Maryland 20794 _Fope Lot L
ARTMENT /AGENCY 2. DIVISIN 1. uNIT
Community Development Grants Administration

A GRUUP OF IFLATED REOORDS NORMALLY FILED AND USED AS A UNIT FOR
A A ' ol -~
PEFINTTION-RECORD SERIES" RErEReatE AS WELL AS RETENTION AND DISPOSITICN FURFOSES..

b. RECORD SFRIES TITIE 5. PARLIEST YEARAATEST YEAR
Federal

Contract Files 1986 10 1987

: : ety PRIFFLY DESCRIBE THE TYFES OF INPORMAT(ON/DOCUENTS/FORYS FOUTD) —
6. REOORD SERIES DISRIFFION e SERIES. MWILE THE FURFUSE OR FUNCTION OF T SFRIES)

Original Proposal to Federal Govt. for Block Grant funds. Original fopy of Fedcral Contract,
all related financial documentation including P.0.'s; Goods Received, erc.

Become inactive
when funds have been expended. {(Usually each Fiscal Year).

s . —— e 4 o s o By e -

7. REOORDS SERIES FORMST(S) 8. RECORDS SERIES SWQUEMCE 9. VALIME
I LETTER S1ZE [) MICROFUM [1 ALMARETICAL KX FILE DRAWER(S)
[ 1 MICROFITM WEEL(S)
k) WBGAL S1E 1) (XMPUTER TAPE B MMERICAL __ [} ocMrUTER TAPR(S)
. NIMBFR [ ] OTHER SFECIFY
pOND ROk [ ] WOFPY DISK 1] QmONAOGICAY, — —
| 10, VOLIME
1 AUpI10 TAPE [} VIIED TAPE L] GROGRAFHTCAL [] FILE IRAVER(S) -
' [1 MicPorM REERS(S)
{} OTHER(SPECTFY) [ orvER SPECIFY N [] coMPuTER TAPE(S)
- L ___ TMMRR | ] ONER(SPECIFY)

by contract #

11. FOE US USED

12. FILES BEOME INACTIVE AFTER
[3 pATLY [1 weEqy 11 sty

. DI dems) [ YEAR(S)
" (immediately after $ spent)

ih. 15 REQRDS SEIUES MUPLICATED ELSFWMERE?
(Somecrimes in Co. Council files)

13. CURRENT LOCATION(S) (RLDG., FLOCR, Rrd)
(1f yes, specify apency or office

1 Investment Place, Suite 105 : £} ves {10
5. ACCESS RESTRICTIONS 1) YES Kkt 16. AUDIT REQUIRRME <

(1f yes, cite 1a(8) & regulstion(s) )t 1) SiatE KX FEDERAL [ JNDEPENDENT

— . (Annyally) i

17. 15 AN TNDEX SYSTEM USED? (1f yes, expldin briefly and 18. REQUMENED RETENIION

desctibe and hardvare/softvare) N 3 yrs. ftom date closed @fter funds

1) ses 110 are expended
N/A

mmn TITLE OF PREFARER . 2. IRk MR 21, DATR.
Ruth Brown, Office Asst. 887-~6055 2/21 /92
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QEPARAE mm POR BACH W o
RFVISED RECORD SFRIES. FCRIARD
WITH RPODRDS RETENTION SCHEDANE.

WEAARIMENT OF CENERAL SERVICRS

REQURNS MARAGRMENT DIVISION
7275 VATERLOO ROAD
P.0. Box 275
_ Jessup, Maryland 20794

DEPARTMENT /ACENCY
‘ Community Development

|

AGENCY RECORDS INVENTORY

'MQF_‘ ;g of ZE

2. DIVISICN

Grants Administration

3. iNTT

TEFINITION-PEODRD SERTES-

A GROUP OF RELATED REQORDS MORMALLY FILED AND USED AS A UNTT FOR
REFERENCE AS WELL, AS REIENTION AND DISPOSITION FURFOSES.

4. RECORD SERIES TITIE
State

Contract Files

5. FARLTEST YEARAATEST YEAR
1986 To 1987

6. REODRD SERIES DISCRIPTION -~

IN THE SERIES.

Original Proposal te¢. State.
all related financial documen

when funds have been expended.

7. FEQOVYS SERIES rm«m(q)
[ LETTER 8128 [ ] MICROFDI M

k] LPGAL S17E
] UMD ROOK

1] oMAUTER TAPE
{] ¥1OFPY DISK
‘ {1 Aup10 TAPE [} VIIED TAPE

{1 OMER(SPECIFY)

(PRIEFLY IESCRIBE THE TYFES OF INFUPMATION/NOCIMANTS/FORMS FOinD
TICINDE THE PURPDSE OR FUMCTICN OF TIF SERIES)

Govt. for Block Grant funds.
tation including P.0.'s; Goods
(Usually each Fiscal Year).

Original fopy of State "
Received, ctc.

Contract,
Become inactive

8. Rﬂlﬁbﬁ‘%ﬂﬂ% m«mm«r
[1 ALAAEETICAL

B MMERICAL
1] QOmONCLOGICAL
1) CBOGRAFHTCAL

] ONER SPECIFY

by contract #

9, vvaF
Kk FILE DRAWER(S)
{7 MICROFTIM REEL(S)
7 1] oMPUTER TAPR(S)
NMEFR [ ] OTHER SPECIFY

10, VLM
[ FILE DRAWVER(S) -
[1 MIcPOrIM REELS(S)
[] cdMPTER TAPE(S)
MMRER |} OTMER(SPECIFY)

FIILE US USED

1. 12. FNES BEOUME INACTIVE AFTER
(3 parLy L1 wemxLy 1) Mamny , 0 Dvrmsy (1 vEAR(®S)
. N 7 (immediately after $ spent)
13. CURREMF 10CATION(S) (RLDG., FLOCR, Rodi) V4. 18 REQRDS SFRIES DUPLICATED ELSEWMERE?

(1f yes, specify apency or office

1 Investment Place, Suite 105

(Somctimes in Co,

Council! files)

$1 vrS (1w

15. AOCESS RESTRICTIONS | YES

kk o
(1If yes, cite 1aw(¢) & repulstion(s)

l

16. AUDU‘RBXHNQI

N
\

(1 S1aTE anm

o
: _La_aua 1y)

17. 15 AN TNDEX SYSTEM USED? (If ves,
describe and hardware /software)
() ves 1o

N/A

explain briefly and

\

are

18. REOMENED RETENIION
3 yrs.

U {TNDEPEHDENT

frop date closed after funds
expendéd :
i :

L. &
. }“u;&;"

. NAME AND TITLE OF PREFAFER
Ruth Brown, Office Asst.

20. 17 EAONE NMER
887~6055

21. DAIE

2/21/92



file:///lrtJFJTCWENT

